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Course Overview

Course Objectives
Upon completion of the course, participants are able to:
e Explain the vendor process
o Describe how vendor processing integrates with other functions in SMART
e List the roles involved in vendor processing
e Search for a vendor
e Enter avendor
¢ Request an update to the vendor master record

Agenda
Today, we will cover the following topics:
e Vendor Processing Overview
e Search for a Vendor
e Enter a Vendor
¢ Modify a Vendor

Participant Notes:

As of March 3, 2010 Page 3 of 47 Final



AP310: Vendor Processing
. . - /—-\__4
gmHHT Participant Guide KANSAS

Statewide Management, Accounting and Reporting Tool
Groreynr Meswezne Fromns oo Popoanms To

Lesson 1: Vendor Processing Overview

Objectives
Upon completion of this lesson, participants are able to:
e Define basic vendor processing terms
o List the different types of vendors that can be entered into SMART
e Explain how vendor processing integrates with Accounts Payable and
Purchasing functions
o List the roles involved in the vendor process and describe the tasks that each
role performs

Topic 1: Vendor Processing Key Terms
e Vendor — Any person or company from whom the State of Kansas purchases
goods or services, including state agencies, sub-recipients, and sub-grantees

Note. As a general rule, employees will not be in the vendor table for expense
payment purposes.

e Vendor Name - Legal or full name of the vendor

e Vendor Classification — The SMART field that denotes the classification for a
vendor, including employee, medical, or supplier. Most vendors are suppliers.

e Vendor Status — The SMART field used to select the status of the vendor. The
values available include Approved, Inactive, To Archive, and Unapproved.

e Persistence — Term that denotes the frequency of transactions the vendor has
with the state. Values include onetime, regular, permanent, and single payment.

Participant Notes:
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Vendor

e Vendor — The people and companies from whom a company buys or contracts

goods and services are called vendors
o You can create a vendor profile to store all the information needed for a
vendor and to manage the vendor

¢ When agencies are preparing to enter a new vendor into SMART, they will first
want to gather all of the information they need to track for the company with
which they are doing business, such as:

o ldentifying information, including status, classification, and other basic
business information that tells you what kind of vendor you are entering
Physical addresses for the vendor
Procurement defaults that define your relationship with your vendor, and
tell SMART how to handle voucher errors and approvals

o Payment options that establish defaults for payment processing, such as
Automated Clearing House (ACH). For ACH, you send all applicable
payments in one file to your financial institution. If the financial institution
is a member of a clearinghouse, then the clearinghouse sends the
payments to the vendor’s bank for payment.

e Tax ldentification Number (TIN): A tax processing number issued by the
Internal Revenue Service. When entering a new vendor, the State of Kansas
requires a vendor’s taxpayer identification, TIN type, withholding entity, and
address sequence.

o 1099 Status and requirements

¢ W-9 Information — Agencies are responsible for contacting the vendor and
obtaining the needed TIN number and address. Agencies may contact the
vendor by telephone, letter, or with form W-9 (pictured below) - Payer’'s Request
for Taxpayer Identification Number and Certification.

Participant Notes:
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Topic 2: Vendor Processing Concepts
e Types of Vendors:

O

Regular vendors — Select for a vendor only if you do not mind that it is
removed from the system once activity for the vendor stops for a
designated period. You can create an unlimited number of vouchers for
this vendor. However, if there is no activity for the vendor by the as of
date in a vendor archive request, the vendor is purged from the system.
Permanent vendors — Select for vendors you know your organization will
always use, even if not on a frequent basis. You can create an unlimited
number of vouchers for this vendor. The vendor is not purged from the
system unless you specifically request that they be archived in a vendor
archive request.

One-time vendors — This is for vendors you know you will use only once.
You can enter only one voucher for this vendor, after which the vendor
status changes to Inactive automatically.

Single payment vendors — SMART Accounts Payables enables you to
enter a voucher without adding rows to vendor tables. You enter any
information that is particular to a vendor—such as the vendor's name and
address—directly on the single payment voucher. The single payment
vendor has already been created in SMART and is SINGLE_PAY.

Note: A one-time vendor is different from a single payment vendor in that
a one-time vendor adds rows to the vendor tables. A single payment
vendor does not affect vendor tables and is used as the default master
vendor for single payment vouchers.

Foreign vendors — Foreign vendors will be entered ON LINE only. Any
ACH payments to FOREIGN banks will be entered ON LINE only.

Participant Notes:
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Topic 3: Vendor Process, Integration, and Roles

The following graphic highlights the business process for entering a vendor in SMART.

Identify

Navigate to the

the need A (g Search to see if Duplicate Use existing
Value tab on > . Yes
for a new vendor exists Vendor? vendor
the Vendor
vendor
page
No
Navigate to the
Obtain W-9 Add New Value Enter Check
information ke o e » Identifyin L) Yesq{ Withholdin
"| Vendor page d ying Vendor? 9
from vendor Information box
and add
vendor
No
A 4
Navigate to Enter Location | Enter Contacts | Enter Address |
1099 link information information information
Enter Enter
1099 Yes—»| Withholding W|thho|(j|ng N Epter Cugtom
Vendor? . Reporting information
Information . )
information
No L)

Figure 2. Business Process to Enter a Vendor
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Process Notes:
e \When an agency is preparing to enter a vendor into the system, they need to
gather all required information to be able to enter appropriate fields:

o Vendor Status (pre-populated — agency will not choose)

o Vendor Class
= Basic business information
= Physical address
= Location information
*= Procurement defaults
= Payment options
= TIN Number

Integration Notes:

¢ Vendor data can also be defaulted to purchase orders, vouchers, and payments
that reference the vendor

¢ The Accounts Payable and Purchasing modules of SMART share vendors

¢ A vendor must be added to the system before it can be used on a purchase
order, request for quote, requisition, voucher or payment

e If you are using a single pay vendor, you must use the single pay vendor ID (pre-
determined)

SMART User Role | Accounts Payable Key Activities / Tasks

Vendor Processor This role is responsible for entering vendors into SMART
This role is responsible for approving new vendors and
maintaining vendors in SMART. This role, which is performed
centrally, is the only role that has access to modifying vendors
in SMART.

Vendor Approver

Participant Notes:
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Lesson Review

In this lesson, you learned how to:
¢ Define vendors and basic vendor processing terms

¢ Discuss the types of vendors entered into SMART and when each vendor type is

used
e Describe the process for vendor processing

¢ Discuss the integration of vendors with other functionality in SMART

¢ |dentify where roles fit into the vendor process

Participant Notes:
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Lesson 2: Search for a Vendor

Objectives

Upon completion of this lesson, you will be able to:
e Describe the importance of verifying if a vendor exists in the system prior to

adding a new vendor

e Search for a vendor that has previously been entered into SMART

e Find a vendor’s address on the vendor master record

e View conversation information for a vendor that has previously been entered into
SMART

Topic 1: Search for a Vendor
¢ Navigation to vendors tasks through the Accounts Payable Center
e There are several fields to use in searching for a vendor, including:
o SetlID
o Vendor ID
o Short Vendor Name
o Namel

@ Walkthrough/Activity

We will now complete Activity 1: Searching for Vendors in your Activity Guide.

Participant Notes:
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Topic 2: View Vendor Information
¢ Identifying Information tab — This tab lists further vendor information including
name, number and classification status
e Location tab — This tab is the default ordering, invoicing and remitting location(s)
for this vendor
e Address tab — This tab lists the address(es) for the vendor
o Ifview all is highlighted, there is more an one address associated with the
vendor

Vendor Summary
This walkthrough shows the main pages and links of the vendor component. We will
look at an existing vendor to familiarize you with a vendor in SMART.

The first page of an existing vendor is the Summary page. This is an overview of the
key information for a vendor.

Participant Notes:
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Page name ' Navigation
Maintaining Vendors — Vendors>Vendor
Summary Information>Add/Update>Vendor>Summary
[ summary | identifying Information | Address | Contacts | Locaion | Custom |
SetlD: SOKID
Vendor ID: 0000000002
Vendor Short Name: JANES JANES-001 -
Vendor Name: Jane's Office Supplies 2
Order: JANES-001 Remit To: JANES-001
715 Bush St T158ush:St
Topeka, KS 66601 Topeka, KS 66601
Status: Approved Last Modified By: FMSJKATZ
Persistence: Regular Last modified date: 11/19/2009 11:23AM
Classification: Supplier Created By: FMSJKATZ
HCM Class: Created Date/time: 11/19/2009 11:23AM
Open for Ordering:  Yes Last Activity Date: 11/19/2009
Withholding: No
VAT: No

Figure 3. Vendor Summary Page

@ Walkthrough/Activity

We will now complete Activity 2: Viewing Vendor Profiles in your Activity Guide.

Participant Notes:
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Topic 3: Vendor Conversations

e You can view conversation information for a vendor that has previously been
entered into SMART

Note: Vendor Processors can add conversations to a vendor records

Page name

' Navigation

Vendor Conversation Vendors>Information>Maintain>Conversations
Vendor Conversation
SetiD: SOKID  Vendor ID: 0000000002 Jane’s Office Supplies
Find | View All First 1o0f1 Last
*Date: 1112012009 3 yserip: FMSJDUNCAN HE
Contact: Q Conversation Sequence Number: 1
Topic:
Descr:
v Review Date: El
% Review Days:
A Next Review Date: 553
Figure 4. Vendor Conversation Page
Participant Notes:
As of March 3, 2010 Page 14 of 47 Final
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Lesson Review

In this lesson, you learned how to:
e List the steps required to search for a vendor in SMART

e Explain the steps required for viewing vendor information, including address and

conversation information in the vendor profile

Participant Notes:
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Lesson 3: Enter a Vendor

Objectives

Upon completion of this lesson, participants are able to:
e Enter a vendor into SMART

Topic 1: Enter a Vendor Process
¢ Onthe Maintaining Vendors — Identifying Information page, users who have
the appropriate permissions may enter and approve vendors. Users who do not
have authority to approve vendors may enter them with a status of pending. You
should use ALL CAPs when adding records to the vendor file.

Note: A vendor must be in an approved status to use on a voucher.

Page name Navigation
Maintaining Vendors — Vendors>Vendor
Identifying Information Information>Add/Update>Vendor>ldentifying Information

Participant Notes:
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52 A A A 2

SetlD:
Vendor ID:
*Vendor Short Name:

“Vendor Name 1:
Vendor Name 2:

*Status:

*Persistence:

Clvar Registration Registration

[/ \dentifying Information }_Address | Contacts | Location | Custom

Check far Duplicate |

SOKID

MNEXT

Unapprove: =Classification: Supplier w
Regular 1+ HCM Class: b

WAT Default WYAT Senvice Treatment Setup

Expand All | Collapse Al

[l withholding
Open For Ordering
O Corporate Vendor [ interunit Vendor

InterUnit Vendor ID: Q

Corporate SetlD:
Corporate Vendor 1D:

[[Jcreate Bill To Customer

Expand All

Collapse Al

Figure 5. Vendor Identifying Information Page

Participant Notes:
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e No special characters

excluding The, and, etc.

e First 10 characters of the last name followed by
as many of the first name as possible
e Firstl0 characters of the business name,

Fields Description

Vendor Short Name Provides an alternate search key to access vendor data

identification.

Vendor Name 1 and Vendor | Enter the vendor's name. There are two lines for the
Name 2 vendor name (Vendor Name 1 and Vendor Name 2), in
case you are dealing with divisions, subsidiaries, or
other complex organization entities that require detailed

Participant Notes:
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Status

Fields Description

Displays the vendor's status. Values are:

e Approved — If you have authority to approve
vendors, the system automatically assigns a
status of Approved to the vendor. SMART does
not recognize a vendor as approved unless an
authorized Accounts Payable or Purchasing user
enters or approves it.

e Inactive — If you have the authority to inactivate
vendors you can select this option. Users cannot
enter new vouchers for this vendor.

e To Archive — If you have the authority to
inactivate vendors you can select this options.
Users cannot enter new vouchers for this vendor;
the vendor is purged from the system.

e Unapproved — If you do not have the authority to
approve vendors, another user needs to approve
the vendor. A vendor needs to be in an
Approved status before you can enter vouchers
for them into SMART. Vendors will be approved
by Central

Classification

The options are Attorney, Employee, Medical, or
Supplier. Most State vendors will be suppliers.

Note: HCM should not be selected.

Participant Notes:
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Persistence

Fields Description

Select the vendor's persistence. Values are:

One-Time — Select for vendors you know you will
use only once. You can enter only one voucher
for this vendor, after which the vendor status
changes to Inactive automatically.

Permanent — Select for vendors you know your
agency will always use, even if not on a frequent
basis. You can create an unlimited number of
vouchers for this vendor. The vendor is not
purged from the system unless you specifically
request that they be archived in a vendor archive
request.

Regular — Select for a vendor only if you do not
mind that it is removed from the system once
activity for the vendor stops for a designated
period. You can create an unlimited number of
vouchers for this vendor. However, if there is no
activity for the vendor by the as of date in a
vendor archive request, the vendor is purged
from the system.

Single Payment — If you select Single Payment
Vendor as the persistence when adding a
vendor, the system opens the Single Payment
Vendor page, on which you can set up the
vendor options that you want to appear by default
on single payment vouchers.

Note: Only A&R (Accounts and Reports) should
create Single Pay vendors.

Participant Notes:
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Fields Description
Withholding When entering withholding or 1099 vendors, select to

enable withholding for the vendor. You specify
withholding options on the Withholding Vendor
Information page.

Open for Ordering Select to certify the vendor for purchasing goods and
services. If this check box is clear, you cannot enter
purchase orders (POSs) for this vendor in SMART

Purchasing.
Corporate Vendor Not used by the State of Kansas
Create Bill-to Customer Not used by the State of Kansas

Table 1. Identifying Information Page Elements

You can define Additional ID Numbers for both the vendor and the vendor location.

Note: For State of Kansas, these fields will be used to record W-9 information. Use the
Type field for W-9. Enter the date the W-9 was obtained in the ID Number field.

Participant Notes:
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Page name Navigation
Maintaining Vendors — Vendors>Vendor
Identifying Information Information>Add/Update>Vendor>ldentifying Information

Expand the Additional ID Numbers collapsible section

o
Customer |D: Q

Our Customer Number:

Customize | Find | View All | 3 First [ 4 o1 [ Last
Type SetlD ID Humber DUNS Humber

w-a [ 01/01/2009 =]

el ol e o

Expand All | Collapse Al

Figure 6. Vendor Additional ID Numbers Page

Fields Description

Customer ID If this vendor is also a customer in the SMART
Accounts Receivable module, enter the valid
Customer ID

Type Note. For State of Kansas, use W-9. Enter the
date the W-9 was obtained in the ID Number field.

Table 2. Additional ID Numbers Page Elements

Participant Notes:
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Use the Government Classifications section to optionally track government-reporting
information for this vendor. Vendors receive certain classifications of certification, such
as small business or woman-owned, from various government sources.

Page name Navigation

Maintaining Vendors —
Identifying Information

Vendors>Vendor
Information>Add/Update>Vendor>ldentifying Information

Expand the Government Classifications collapsible
section

EEO Certification Date:

Government Sources

*Source:

Cert Nbr:
Beqgin Dt

Gov Class:

Eff Date: |09/23/2009 |[=]

[#] [1HUB Zone

Find|ViewAll  First (411 or1 (] Last

Q &=

Find|view Al First ] 1 or1 [¥] Last
=]

E‘J Expire Dt: E‘j
&)

Figure 7. Vendor Government Classifications Page

Fields Description

Source

Enter the vendor's certification source

Cert Nbr (certificate number) Enter the number of the certificate that your vendor

received from this source, verifying that the vendor
is qualified for this government classification

Participant Notes:

As of March 3, 2010
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Fields Description
Gov Class Enter the type of government classification for

which your vendor qualifies

Table 3. Government Classifications Page Elements

Depending on your agency’s reporting requirements, you can apply Standard Industry
Classification (SIC) codes as part of your vendor header or on your vendor Location
tab. If you are not doing government reporting, you may choose to define these
numbers at the vendor location only.

Page name Navigation
Maintaining Vendors — Vendors>Vendor
Identifying Information Information>Add/Update>Vendor>ldentifying Information

Expand the Standard Industry Codes collapsible section

o
Standard Industrial Classification Codes Customize | Find | View All | B8 First [ 4 op4 [ Last
SIC Type SIC Code Parent SIC Code Description
Q Q =]
Figure 8. Vendor Standard Industry Codes Page
Fields Description

SIC (Standard Industry Code) Select the appropriate type for your vendor
Type

Participant Notes:
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SIC Code

Codes. Select a code for the vendor.

the Description field.

Based on the SIC information that you select, the
system populates the Parent SIC Code field and

Fields Description

In accordance with the SIC Type that you select,
the system provides an appropriate list of SIC

Table 4. Standard Industry Codes Page Elements

The Additional Reporting Elements section enables you to enter information required
for Federal Procurement Data Systems reporting.

Participant Notes:
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Page name Navigation
Maintaining Vendors — Vendors>Vendor
Identifying Information Information>Add/Update>Vendor>ldentifying Information

Expand the Additional Reporting Elements collapsible

section
o

Common Parent's Name:
Common Parent's TIN:
Type of Contractor: hd
Sm Disadvantaged Business Prog: b’
Other Preference Programs: b
Veteran-Owned Small Business: hd
HUBZone Program: w
O Emerging Small Business
Size of Small Business: b
[ IWomen-Owned Business

Expand All | Collapse Al

Figure 9. Vendor Additional Reporting Elements Page
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Fields Description

Sm Disadvantaged Business
Prog (small disadvantaged
business program)

Select a small disadvantaged business program.

A Small Disadvantage Business (SDB) program
provides business development and federal
contracting opportunities for small disadvantaged
businesses that would not otherwise qualify for
such programs. An SDB enables small
businesses to compete in the federal contracting
arena and helps expose them to a wider range of
subcontracting opportunities that are typically
available for large firms only. Programs of this
nature are intended to help federal agencies
achieve the government-wide goal of 5 percent
SDB participation in prime contracting.

Veteran-Owned Small Business

Select a veteran-owned small business program.

The veteran-owned small business program
provides veteran-owned small businesses
maximum practical opportunity to participate in the
performance of contracts and subcontracts
awarded by any federal agency.

HUBZone Program (historically
underutilized business zone
program)

Select a HUB Zone program.

The HUB Zone Empowerment Contracting
program provides federal contracting opportunities
for qualified small businesses located in distressed
areas.

Emerging Small Business

Select if the vendor qualifies as an emerging small
business.

Size of Small Business

If you selected the Emerging Small Business
check box, select the applicable business size for
this small business from the available options.

Participant Notes:
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Fields Description

Select if this vendor qualifies as a women-owned
business.

Women-Owned Business

Table 5. Additional Reporting Elements Page Elements

Use the Address page to define addresses for this vendor. Because vendor information
is effective dated, you can insert new rows to reflect changes in the address before the
change goes into effect. SMART will then automatically use the new vendor address on
transactions dated on or after that date. Addresses should be “postal correct” just as
you did in STARS. First Logic is used to validate the addresses

Note: When adding a NEW vendor, the address must be related to the location number.
The location code is used to map payment methods of the vendor. Each additional
address for the vendor will be added to location based on the payment method. For
example, if the vendor only has one payment method the location code will be 001, if
there are two addresses for that location they must be mapped to the location in the
Phone information section of the Address tab. Set the Type field to ‘.Pymnt Loc’ and
the Prefix field to match the Location number of the vendor.

Participant Notes:
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Page name Navigation

Maintaining Vendors — Vendors>Information>Add/Update>Vendor>Address
Address

setiD:  SOKID

Vendor: 0000000021 ShortVendor Mame: KATHY DESI-001  Name:  Kathy Design Shop

Vendor Address Find | View Al First [ 1 or1 [ | gst
Address 1D: 9 =
Description: lain

Find|viewAll  First 4] 4 o1 [F] Last

Effective Date: | 12/09/2009 El =
Status: Active w
Country: UsA | United States
Address 1: 141 Huntoon Street
Address 2:
Address 3:
City: Topeka
County: Postal: 66612
State: KS |, Kansas
Email ID:
[
i
*Type Prefix Telephone Extension
[.Pymnt Loc w || 001 : E|

Figure 10. Vendor Address Page
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Fields Description

Vendor Address 3 The Vendor Address 3 field should not be used
for “real” addresses. Only Medicaid provider
numbers will be entered here.

Table 6. Vendor Address Page Elements

If information is entered on the Payment/Withholding Alternate Names page, SMART
overrides the name that you specified on the Vendor Identifying Information page.
This feature might be useful if someone wants to do business under another name. For
example, Smith Consulting may be the vendor, but may want to receive payments or
report 1099 under the name of Joe Smith.

Page name ' Navigation
Maintaining Vendors — Vendors>Information>Add/Update>Vendor>Address

Payment/Withholding Alt
Names Expand the Payment/Withholding Alt Names section

Name 1:

Name 2:

Withholding Name 1:

Withholding Name 2:

Figure 11. Vendor Payment/Withholding Alt Names Page

Participant Notes:

As of March 3, 2010 Page 30 of 47 Final




Participant Guide KANSAS

Statewide Management, Accounting and Reporting Tool

HHT AP310: Vendor Processing .

Grrrwor Menezmeny. Fzoonmms s Revonoms Ton

Fields Description

Payment Alternate name Enter an alternate name for the vendor to be used
on checks

Withholding Alternate name Enter an alternate name for the vendor to be used
for 1099 reporting

Table 7. Payment/Withholding Alt Names Page Elements

An unlimited number of vendor contacts and their roles can be entered so you can easily
determine whom to contact with questions. You can also use this information to
determine the business reason why a contact might want to talk to you before you return
their call.

Participant Notes:
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Page name ' Navigation
Maintaining Vendors — Vendors>Information>Add/Update>Vendor>Contacts
Contact
: Y coniacts YL ™
Vendor Contact
SetiD: ~ SOKID
Vendor: 0000000002  ShortVendor Name: JANES-001 Name:  Jane's Office Supplies
Vendor Contact Eind | View Al First [ 1 or 4 [¥] Last
Contact ID: 1 F[=]
Description: |Main Business Contact - AP
Details Find | View All First ) 1 of 1 Last
Eff Date: 11/19/2009 3] =]
Status: Active vl
Type: Accounts Payable v
Name: Max Goof
Title: Director of Accounts Payable
Address: Q
Internet: http:/ View Internet Address

Figure 12. Vendor Contacts Page

The next section explains the vendor Location page. In SMART, a vendor address is a
physical mailing address and should not be confused with a location, a unique entity with
its own way of doing business. There will be one vendor location for each bank
account/payment method, assigned sequentially starting with 001,002, 003, etc. Each
vendor will have ‘001’ as its default location. If a vendor uses the same bank
account/payment method across its business, one location can be entered. For
example, Company ABC has offices in Kansas City, Chicago, and St. Louis. Each office

Participant Notes:
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may have different bank accounts/payment methods. In this case, you could set up the
vendor with three locations (that is, three sets of rules), one for each office. If all three
offices use exactly the bank account/payment method, you will have just one location.
Ensure that the addresses from the Address page are mapped to the location number
using the format previously reviewed.

Note: For EXISTING vendors that have been converted over from STARS, the Location
will begin with two characters representing a State suffix number, and then continue with
the same 30-character schema as above. Example: 46 123 Main St Topeka KS 66601
(as that is 30 characters).

Participant Notes:
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Page name Navigation

Maintaining Vendors — Vendors>Information>Add/Update>Vendor>Location

Location Note. These are State wide locations, not just for one
agency

Setip:  SOKID

Vendor: 0000000002  ShortVendor Name: JANES-001 Name:  Jane's Office Supplies

Avendor location is a default set of rules which define how you conduct business with a vendor.

Find | View All First 4] 10f1 ¥ Last

o -
*Location: {001 Default =]

Description: 715 Bush St Topeka KS 66601 RTV Fees

Find | View All

*Effective Date: | 11/19/2009 [ (=]
Status: | Active 4|
. Expand All Collapse All
Options: Payables Procurement Sales/UseTax 1099 s | 2 I

» Additional ID Numbers

» Internet Address

Expand All |  Collapse Al|

Figure 13. Vendor Location Page

Use the Payables Options page to define the vendor location’s invoicing and remitting
address or addresses.

Participant Notes:
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Page name INEWIEiTely
Maintaining Vendors — Vendors>Information>Add/Update>Vendor>Location
Payables Options Click the Payables link on the location page.
Vendor ID: 0000000002 Description: 715 Bush St Topeka KS 66601
Wr Name: JANES
- m——— R Expand All | Collapse Al
wvoicing
Vendor: 0000000002 JANES
Address: | N seach yain
715 Bush St
Topeka, KS 66601
Location: 001 715 Bush St Topeka KS 66601
“endor (0000000002 @, JANES-001
*Address: \ 1 Search  Main
715 Bush St
Topeka, KS 66601
*Location: (001 i Q715 Bush St Topeka KS 66601

» Additional Payables Options
» Matching/Approval Options
» Electronic File Options

» Self-Billed Invoice Options

» Vendor Bank Account Options
» Vendor Type Options

» HIPAA Information

» Debit Memo Options

Figure 14. Vendor Payables Options Page

Use the Additional Payables Options page to set up banking, payment, and draft
processing information for this vendor.

Participant Notes:
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Page name
Maintaining Vendors —
Payables Options

INEWIEiTely
Vendors>Information>Add/Update>Vendor>Location

Click the Payables link on the Location page. Expand
the Additional Payables Option section

PayGroup: |5 |\ Regular

*Bank Options; | SPecify b

Bank: STBNK|QL  gtate
*Delay Days: a
. CHK
Default v | Discount: 0| net: 10 Account: State Bank
Currency: usD|Q Dollar

[JHold Payment ] complex Routing Rate T
[] Always take discount  [] Separate Payment ate Type: CRRNT Current
[JFactoring [] Apply Netting

*Draft Sight: *Payment Method: Default | w

Default v Q *Layout Option Use Bank Account Default v

*Draft Rounding: Do Mot Use v Layout Q

Rounding Position: .

oun _|n.g osthon *Handling Options: SPecify | Regular Payments
“Remaining Amount | pg nat issue Draft v
Action; Handling: RE |
*Payment Method: CHK|Q, Check a
“Draft Optimize: Do Mat Use - Reschedule ID:

Max Number of Drafts:

*Doc Type: | Default hd v

*Holiday Processing: Default h

Holiday Options: h

Days: [ Allow due date in next month

Figure 15. Vendor Additional Payables Option Page part 1
Participant Notes:
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Fields Description

Hold Payment Select to have the system automatically place
payments on hold. The system does not process
the payments until they are taken off hold. Note:
Using this feature will hold ALL payments for this
vendor State wide. This will not be used by the
State of Kansas except under extraordinary
circumstances. If an agency wants to place a
payment on hold, place the voucher on hold, not
the vendor.

Separate Payment Select to create separate payments for each of the
vouchers for the vendor, even if the system
processes the payments in the same pay cycle

Bank Select the code for the bank from which you want
to make payments for this vendor location
Payment Method The State of Kansas will use ACH (Automated

Clearing House) and checks

Table 8. Additional Payables Options Page Elements

Matching is a flexible process that compares vouchers with purchase orders and
receiving documents to ensure that you are paying for what you ordered and received.
Matching will be set at a higher level of the hierarchy. SMART has one match control,
called STANDARD, which contains the match rules the State will use. The fields in the
Matching Options group box say “default.” This means that the matching options are
set at a higher level of the hierarchy.

Participant Notes:
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Page name
Maintaining Vendors —
Matching/Approval Options

' Navigation
Vendors>Information>Add/Update>Vendor>Location

Click the Payables link on the Location page.
Expand the Matching/Approval Options section

*Approval: | Default w

*Matching Option: | Default v

Match Delay Days: | Default v

] allow ERS

*ERS Invoice Dt: | Default "

*ERS SUT CD: Default w

Bus Proc:

Rule Set:
Matching
[J Receipt Only Match
*ERS Tax Type: Default ~
ERS Sales Tax Cd: Q.

Figure 16. Vendor Additional Payables Options Page part 2

Vendor Bank Accounts must be created on the Banks — External Accounts page
before associating them at the vendor level. These are the pay to banks for the vendor.

Participant Notes:
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Vendor Bank Accounts Find | View All First 1] 1 of 1 (M Last
Default Descr:
Country: USA|Q  United States __searcn |
Bank Name:

Branch Name:
Bank ID Qualifier: Q Account Type: b’
Bank Identifier Code

Bank ID: Branch ID:
Bank Account Number: Check Digit:
DFI Qualifier: Q DF! ID:

IBAN:

Figure 17. Vendor Bank Account Options Page

Use the Procurement Options page to accept Procurement Options as a default or to
specify different options. This page is used by SMART Purchasing.

Participant Notes:
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Page name Navigation
Maintain Vendor — Vendors>Information>Add/Update>Vendor>Location
Procurement Options Click the Procurement link on the Location page.

Procurement Options

SetlD: SOKID Location: 001
Vendor ID: 0000000002 Description: 715 Bush St Topeka KS 66601
Short Vendor Name:
Name 1: Jane's Office Supplies Expand All | Collapse Alll
Vendor: 0000000002 Jane's Office Supplies
*Address: i 1 Search Main
715 Bush St
Topeka, KS 66601
Location: 001 715 Bush St Topeka KS 66601

Vendor 0000000002 Jane’s Office Supplies
*Location: 001 Q715 Bush St Topeka KS 66601

*Vendor: 0000000002 Jane's Office Supplies
*Address: 1 Search Main

715 Bush St

Topeka, KS 66601
Location: 001 715 Bush St Topeka KS 66601

Figure 18. Vendor Procurement Options Page part 1
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Use the RTV Options page to establish Return to Vendor options for this vendor
location and associate RTV fees with a return reason.

Page name Navigation

Maintaining Vendors — RTV
Options

Expand the RTV Options section

Vendors>Information>Add/Update>Vendor>Location
Click the Procurement link on the Location page.

*RTV Debit Option: Default v

*RTV Adjustment Option: | Default v

*RTV Notification Method: | Phone v

Figure 19. Vendor Procurement Options Page part 2

RTV Debit Option

Description
Used in conjunction with the RTV Adjustment field
to control the Voucher Build process. Select Dflt

(default) or Yes.

Participant Notes:
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RTV Adjustment Option

process. Select one of these values:

from the RTV transactions

the adjustment voucher style.

credit memo that comes in.

e Automatic — Voucher Build process
automatically generates a debit voucher

o Dflt (default) — This value appears by
default from the control hierarchy and is the
one State of Kansas should select

e None — RTV vouchers are not created
automatically for this vendor. RTV
vouchers must be created manually using

e Stage — Voucher Build process stages the
RTV voucher in the Quick Invoice Entry
tables. You can use the Quick Invoice
Entry page to match the transaction to a

Fields Description

Determines whether RTV debit memos are to be
generated automatically by the Voucher Build

RTV Notification Method

wants to be notified of an RTV

Select Email or Phone to indicate how the vendor

Table 9. RTV Options Page Elements

All withholding and 1099 information is entered by means of a link on the Location
page. This link brings you to the Withholding Vendor Information page. The following
is the 1099 page that appears after clicking the 1099 link.

Note: The 1099 Information group box is only required for 1099 vendors; the 1099
Reporting Information group box is required for all vendors.

Participant Notes:
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Page name Navigation
1099 Vendors>Information>Add/Update>Vendor>Location

Click the 1099 link on the Location page.

\Withholding Vendor Information

SetiD: SOKID R 001

Vendor ID: 0000000002 Description: 715 Bush St Topeka KS 66601
Short Vendor Name:

Name 1: Jane's Office Supplies

1099 Options

= =1 <y
1099 Information Customize | Find | View Al BE  First (1] 4 op 4[] Last

1099 Reporting Information Customize | Find | View Al | B8 First [ 1 o1 [ Last
[ Main Information T Amﬂhfﬂwnﬁm

e

RS Q 1Q [F Q@ [ss2445808 || Q| sl O =]

Figure 20. Withholding Vendor Information Page

Fields Description

Entity Select the Entity to which the withholding amounts are
reported. The withholding entity is the tax authority. You
can define more than one entity for a vendor location.
The State of Kansas will only use the Entity of IRS.

Participant Notes:
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Type Select the Type of withholding. For each withholding
type, there may be classes and categories associated with
the type.

Jurisdiction Select the Withholding Jurisdiction for this type of
withholding

Jurisdiction Default Indicate which jurisdiction is the default by selecting the
check box in that jurisdiction's row. You can select more
than one row as the default jurisdiction.

Default Class Select the withholding class for this type of withholding

1099 Status Select the withhold status for this withholding class
combination and vendor location

Address Select the vendor's address from the addresses defined
on the Vendor Information - Address page. The entity
needs the vendor's address.

TIN Type Select the Taxpayer Identification Number (TIN) type for
the vendor from these options: Federal Employer ID
Number or Social Security Number

Langyer Identification Enter the vendor's valid TIN for the withholding entity

umber

Table 10. Withholding Vendor Information Page Elements

Topic 2: Enter a Vendor

@ Walkthrough/Activity

We will now complete a walkthrough using a UPK simulation: Adding Vendors.

Participant Notes:
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@ Walkthrough/Activity

We will now complete Activity 3: Adding Vendors in your Activity Guide.

Lesson Review

In this lesson, you learned how to:

e List the steps required to enter a vendor in SMART
Participant Notes:
As of March 3, 2010 Page 45 of 47 Final




AP310: Vendor Processing
. . - /—-\_.4
gmHHT Participant Guide KANSAS

Statewide Management, Accounting and Reporting Tool
Groreynr Meswezne Fromns oo Popoanms To

Lesson 4: Modify a Vendor

Objectives

Upon completion of this lesson, participants are able to:
¢ Request an update to the vendor master record

Topic 1: Modify a Vendor
¢ Vendor Roles in Modification Process:

SMART User Role | Accounts Payable Key Activities / Tasks

Vendor Approver This role is responsible for approving new vendors and
maintaining vendors in SMART. This role, which is performed
centrally, is the only role that has access to modifying vendors
in SMART.

Vendor Processor This role is responsible for entering vendors into SMART

This role is responsible for maintaining purchase orders. Also
Buyer has access to enter vendors into SMART.

Contract Processor | This role is responsible for maintaining contract information for
non-bid contract purchases. Also has access to enter vendors
into SMART.

Table 11. SMART User Roles for Vendor Processing

The process to modify a vendor a SMART will be similar to the current process. Central
will provide paper forms to the agencies to fill out with modifications to existing vendors.
These forms will then be returned to central for processing. Central will make the
changes to the vendor record and notify the agency when it is complete.
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Lesson Review

In this lesson, you learned how to:
e Explain the Vendor Modification Request process

e List the roles and requirements for requesting modifications to the vendor master

record
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